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MEMBER INSTRUCTION GUIDE 
 
 
GUIDE 19: ADDING DELEGATES (BUSINESS MEMBERS) 

 
1. Once you’ve set up your new online banking profile, you can begin accessing 

business services. To add delegates, hover your mouse over the ‘Business 

Services’ tab along the main menu. Select ‘Delegate management’ from the 

dropdown menu. 
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2. From the ‘Manage Delegates’ page, select ‘Add delegate’.  
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3. From the ‘Add Delegate’ page, you will be required to 1) select a username for the 
new delegate. Next, 2) enter the delegate’s name and 3) indicate their access level. 
Then, 4) select which method should be used to send their temporary password and 
5) enter (and re-enter) the delegate’s email and 6) phone number details. 7) Read 
and select the box agreeing to the consent statement. 8) Select ‘Continue’. 
 
Note: The delegate will use the username you created to login to online and mobile 
banking. 
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4. Next you will be asked to confirm your new delegate’s details. If the information 
appears correct, select ‘Continue’. If the information is incorrect, you can select the 
‘back’ button to edit the details.  
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5. To authenticate this transaction, a one-time code will be sent to the mobile number 

or email associated with your online banking profile. Once you receive the code, 

enter it in the box and select ‘Continue’. 
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6. You have successfully added a delegate to your account.  
 
Continue to step 7. for information regarding your new delegates. 
 
Note: You can choose to print or save a copy of this transaction for your records 
before proceeding to the next step. 
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7. After successfully adding a delegate to online banking, a notification from CUA will 
be sent to your delegate containing a temporary password. Your delegate can use 
this password and the username you created in step 3 to log in to your account. 

 
Upon logging in, an authentication code will be sent to the mobile number or email 
associated with their delegate profile. They will be required to 1) enter the 
authentication code, and 2) create a new password. Once the password has been 
entered (and re-entered), they can 3) select ‘Proceed to sign in’. 
 

  



8 

8. Your delegate now has controlled access to your account. 
 
Note: You can edit delegate information or revoke privileges at any time through the 
Delegate Management section of online banking. 

 


